
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenud, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

~~ ~~ 

- .  ~- FOR AGENCY ~ ~ USE 

pplication Date Department of Natural Resources Application Number 
- .. 1. Agency Address FOR RECORDS MANAGEMENT USE 

Date Completed 
7q-+A 270 Washington Street, 

Room 807 
Atlanta GA 30334 - ~~ 

~~ -~ FEE 3 1983 I R 6 . 2  8 1983’ 
. ‘Person to Contact Working Title Telephone Number 

. Action Requested 

- 
Date Received 

__ 
p&cation Number 

-- ~ - ~- ~- 
~~~ ~~ ~- ~~~ ~ 

~ ~- ~- ~ 

~~~~~~ ~- ~.~ . _ ~ ~ ~ _ _ _ ~ ~  - ~ - ~ ~~ ~ 

Norma Jean Routh Administrative Service Manager I 656-2795 
. .- 

~~ ~ ~ ~~ .~ . __._ 
~~~~~ ~ ~ 

- ~ 

~~ _~ _.~___ ~~ 

~ - - ~. ~~~~ 

.f a. 1 2  Establish Retention Schedule; ecord will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. El AmencA,p@hat.ion No. a - 4   check One: B Change; 0 Supercede; 0 Void . Dates of Series - ]Records  Series Title (followed by title used in office: if different) 

atest 

Director of Admi-nistrative Services Subject File 
artiest 

1977 I - ._ __ . . Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 

-. - . ._ ___ -_ ~ 

. Record Series Description 

Documents relating to: 

This file contains the following documents (include farm numbersand titles, if any): 
Attach samples of the file. 

Included are: 

File i s  arranged: 

.___ --____- ~- - - -. - 
Monthly Reference Rate 
One to six months old 

HQW often are records referred to which are: 

; Seven to twelve months old __ -; Thirteen to twenty-four months old 

~~~ ~ ~. ~ ~ ~~ - 7 - twenty-five months and .~ -. older . ~ 

9. A-nnual Rate of Accumulation of Records f i 

’her-size drawers __ ~~~ --: Leaal-size drawers :Shelves - : Other (soecifv) 

R-50-71; Rev. 76 (Over1 



3 .  4 
‘c 

? . l  . - 

I 4  

(Place an “X” in the proper WkImn) ~ -_-_ ~- ~~ 

a. Is this the official copy of the series? - 
-2 If not. where i s  it? - . . ~~ 

.i 

T 
b. Does the series contain cbnfidential information requiring security handling? If yes, cite law or regulation.. 

~~~~ . _ _  -- 
1 ’ .- -- __ c. Is this a vital record? 

e. When one or two documents in the file make it necessary to keeb the entire f i le for a long period, could these 
d.DoeJ t h i s h a v e  historical or long term researchvalue? ! 

~~ ~ ~ _~ ~ 

documents be scheduled sewratelv? ; ~ _ _ _ _ _ _ _  ____ 
f. I s  the infor-matim cxxn&ainedin_this serks~ever~wblisbed? If ves. attach CQDV. __ 
4 

g. Is the @formaition contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 

. 
. ~ ~- _ ~ _ _ _  -If ves.attachmm -~_-.I_~ 

,~- _Ityes.where!~ . ~ .  ~ ~ ~ ~~~~ - - ~~~~ - 
. i~fihk€Xki f Q f . h !  hmfitl reqvlarly microfilmed ---- 

.~ - L Does s w c x u e x - o u t e r  D r i m  7 -  

The following requires the series to be kept: dt  :in Requirements 

a. State Law years. 1. Audit period 2 years. 
b. Statute of limitation . years. e. Administrative need I - -- ~ __-..-years. 
c. Federal law years. f. Federal retention instructions ~ - _ _  -years. 

Attach copy or excert of laws OT regulations. Explain administrative need. 

Needed for reference to substantiate policy decisions 

Iz 

- 

-- - _ _  -- 
12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end ofeach: 

IF4 Calendar Year; 0 Fiscal Year; 0 Other - then, 

o( Hold in the current files area ----month(s) ~. 2 ~ year(s); then 
0 Transfer to local holding area; hold 
Po Transfer to State Records Center; hold I n y e a r k ) ;  then 
Po Destroy. 
3 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-year(s); then 

These instructions apply to al l  prior and future accumulations of the series. 

Records Management Officer (Signaturn) I Date 

B a t e  Records Committee (S&naturn) Date 
Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
p f  explanation.) 



' The attached application i s  being returned to you for further consideration, in accordance with the comments 
outlined below. Please l e t  us know i f  we may be of any assistance to you in completing this application. 

4 

.h& loes  L(Ls SUlhpks ,1\1 s\;ebQx4- OR k d  

Yes No 

d n 

o 

d o 
@' n 4. Legal ieferences cited, when applicable ~ , 

rd o 5. Federal retention requirements cited, when applicable 

d o  requirements 

d o  puter printouts, etc. 

m' o 8. Agency approval signatures 

1. All items completed ('in accordance with established Rolicies and procedures) 

d 2. Samples attached : 

3. Compared with previous schedules for same organizational unit 

6. Administrative reference requirementsheference rate analyzed in terms of 'proposed retentiori 

7. Disposition oroviied for al l  copies (of series) covered by application including microfilm, COIII- 

d '0 9. Is imolemedtation of schedule feasible? 
, 

d 0 10. 

Evaluation completed/corrected by: -_ - Date: 

State Records Center review by: b3 --. . 

SRC Comments: ~ - 



. .  - t i t l e :  D i r e c t o r  of Ad m i n i w t i v e  Sv S . .  1 

Inc 1 NO" fud I ,i 1 

[ ] [ 
[ ] [ 

[ ] [ 

[ ] [ 

dates:  1977 t o  Date JC'~*~L?LL Li t icn: 7 5 ,  1 7 
Agency merit s 
reccmmkkd t o  S t a t e  Records Center-, %hold 10 y e a r s  t hen  des t roy .  ' , 
i*et eri t ion: 
Nama of 
apprci;or: u Pate: d- Ja  7jr' 
Appraisal c;:zckList. 

f i l e s ;  2 iears, t r a n s f e r  

A yzs answer" i n d i c a t e s  t h e  ser ies  may have a r c h t v a l  va lue .  For each  

1 1. Does t h e  series a u t h o r i z e  t h e  conduct  of t h e  agency o r  one o f  i t s  
] 2. Does t h e  series p r e s c r i b e  t h e  p o l i c i e s ,  r e g u l a t i o n s  o r  procedures  

] 3. Does t h e  series r e f l e c t  t h e  d e g r e e  of achievement of t h e  g o a l s  of 

] 4. Does t h e  series r e f l e c t  t h e  decision-making p rocess  t h a t  sets t h e  

agency o r  one o f  i t s .  a j o r  programs? 

one of i ts E a j o r  programs? 

t h e  agency o r  one  of i t s  major programs? 
[ ] [ 
[ ] [ 

[ ] [ 

[ ] [ 

[ ] [ 
[ ] [ 

[ 1 [ 
[ ] [ 

major  programs? 
fo l lowed by t h e  

t h e  agency or  

d i r e c t i o n  o f  

] 5. 
] 6 .  

] 7. Does t h e  series g i v e  s i g n i f i c a n t  i n fo rma t ion  about  s o c i a l ,  economic, p o l i t i c a l  o r  

] 8. Does t h e  series document t h e  n a t u r e  and e x t e n t  o f  B problem area faced  by t h e  

] 9. Does t h e  s e r i e s  throw s i g n i f i c a n t  l i g h t  on a t r e n d  or  movement i n  t h e  S t a t e ?  
110. Does t h e  s e r i e s  g i v e  s i g n i f i c a n t  in format ion  about  c i t i z e n s  who have !lad an im- 

111. Does t h e  series document a s i g n i f i c a n t  event?  
112. Does t h e  s e r i e s  c o n t a i n  t h e  t y p e  informat ion  sought  by Archives  p a t r o n s ?  

Does t h e  series document t h e  a c t i v i t i e s  of a n ' i m p o r t a n t  agency o f f i c i a l ?  . 
Does t h e  series document a s i g n i f t c a n t  agency even t  o r  p r o j e c t ?  

Infoxat<c>;z 1 va trros: 

o t h e r  f o r c e s  a f f e c t i n g  a s i g n i f i c a n t  segment of t h e  c i t i z e n s ?  

c i t i z e n s  or  shov steps taken t o  a r r i v e  a t  s o l u t i o n s ?  

p a c t  on t h e  S t a t d s  h i s t o r y ?  

AR 74-1 (Rev. 6-76) 



OII~CI 01 mtcnmmr 01 STITI 

A p p l i c a t i o n  f o r  D l I I R ? W R I T  PI ARCIIVI8 L I I S T O R T  

_---___ 1 .lppllc.tlon D.1. 

n.tc C0.plet-d 

3 . I G ? ~ C I ,  n i . i . l r n .  = “ b d  

Department 0 \ 

ive Services, Room 717 Jim Pittman 
--- 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; ’ RECORD WILL CONTINUE TO ACCUMULATE. 0 NO FURTHER ACCUMULATION ANTICIPATED 

8 . k  Lates t  g.Exa& Ser i e s  T i t l e  
__ 

Dates of Ser ies  

i_ 

RECTOR OF ADMINISTRATIVE SERVICES SUBJECT F I L E  -_ 1972 - date ------- ~ ~~ 

* What is the  function of t h e  o f f i c e  i n  which t h i s  record series is created? 

The Office of Administrative Services provides centralized administrative 
services for the Department in the areas of accounting, personnel, and gen- 
eral services which includes budgeting, purchasing, property control, records 
management, and general office services. 

___ _ _  
_______I__ - 
1 This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  i f  any, 

and f i l e  arrangement). 

Documents relating to: the funtional areas of the Office of Administrative 
Services which includes accounting, personnel and general services. 

I 

Included are: correspondence,memoranda, reports,^news releases, and related 
documents necessary to establish policy and procedure for the division. 

File is arranged alphabetically by subject 

ATTACH SAMPLES OF THE FILE 



! 

: 

! 

I 

j 

.! 
1 
i 

~ 

= *  . \  
PffiE 2 

~ _ _ ~  ~i_~_._ __ - - ~ u ~ s f 1 - m ~ ~ ~ ~ ~ ~  c e i 5  a n s w e r  1. -rcs:. pie. .* e n p i a i m  Y'ES NO 

13. Is  t h i s  t h e  Record C py of t h e  series? ,i kxl [ I  
1 '  I ' kd [ 3~ 

? 
(memorandums, correspondence, e t c .  i n  appropr ia te  sending o r  recei iving o f f i c e )  
15. Is the  information contained i n  t h i s  s e r i e s  ever ,summarized ok published? I I kxl 
16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? [ 1 kxl 
17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency po l i c i e s  &d procedures? [ 1 &A 
18. Could the  funct ion be performed i f  t h e  f i l es  were l o s t  o r  destroyed? kil : [  1 

1 4 .  Is the re  a dupl ica t ion 'of  t h i s  series i n  another o f f i c e  o r  agency? , 

i 

Attach copy of  summary o r  publ icat ion.  

I 

19. Is t h e  series ( o r  major por t ion  of i t )  regular ly  microfilmed? I f  yes ,  why? 1 'Bxl 
20. Does t h e  record seriTs provide data as input  t o  an EDP f i le?  [ 1 &XI 

21. Does t h e  record-ser ies  ~ _. contain documentatio-n - - produced - as EDP pr in tout?  - _  __ c 1 %XI 

22. Has t h e  Federal Government issued in s t ruc t ions  governing t h e  retent ion/dispo-  1 Sxl 
s i t i o n  of these  f i l e s ?  

(see be1 ow) 
23. W i l l  t he re  be a need f o r  these  records 10, 15  years  from now? I f  yes ,  what? kxl [ 1 -- - I- 
- -_ 
24. REQUIREMENTS. The following requires  the  f i l e s  t o  be k e p t p e r m a n e n t l y ,  

a.[]STATE b.[]STATUI'E OF c .  [ ] A U D I T  d.[]FEDERAL e.[]ADMINISTRATIVE f.k]HISTORICAL 
LAW LIMITATION PERIOD. LAW DECISION V A L E  

(Cite  Law, S ta tu te ,  or otker reason f o r  the retention requirement) 

I _ ~ ~  .- 
25. AGENCY #COMMENDATIONS. This agency recommends t h a t  the- f i le  s e r i e s  be cut  o f f  a t t h e  end.-- 

of each -eCAIZNDAR YEAR -[]FISCAL, YEAR -[]OTHER ,then : 

[XI Hold i n  t h e  cur ren t  f i l e s  area ' 1 month(s)/  2 y e a r ( s ) :  
.[ ] Transfer t o  [ 1 S t a t e  Records Center [ ] Local .Holding Area; hold y e a r ( s ) :  
[ ] Destroy'. 
p] Trans fe r  t o  S t a t e  Archives f o r  permanent re ten t ion .  
[ 3 Destroy immediately after cut-off. 
[ ] Other: ( S p e c i f y )  

Th is  record  se r ies  g ives subs tan t ive  i n fo rma t ion  about the  development, programs, 
funct ions,  p o l i c i e s ,  goals, methods o f  operat ion,  organizat ion,  and leadership o f  
t he  O f f i c e  o f  Admin i s t ra t i ve  Services and the  e n t i r e  Department o f  Natura l  Resources. 

i 

_ _  . . .  ~~ ~ - =  --7 ~~~~ ~ 
~.i-.._~. _. - _ -  - 

(Indicate briefly rationale for recomendations above/or write a d d i t i o n a l  remarks)  : 

OTHER REQUIRED SIGNATURES 


